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OFFICIAL COAST GUARD PHOTO 


SHORTHAND GOES TO WAR 


By LIEUTENANT (j.g.) HARRY W. NEWMAN, USCG 


Park, 


from Rear-Admiral Charles 4. 
S. Coast Guard 


the idea, and made arrangements for me 
to meet with the boys in the school for 
ne hour 

I had a good audience, tor itt was an- 
nounced that I would tell of experiences in 
the Service and especially of the Coast 
Guard at sea. I told them of the functions 
f the Coast Guard at peace and in war, 
ind, although I probably “poured it on 
thick,” I am sure that 


magazines 


the recent stories 


have proved 


constant 
horthand 


ALL through my talk I made 
ntion of the importance of s 


ind of its in modern wariare. It 


necessity 


evidently had some influence with these 
young men, for several weeks later the 
teacher wrote me that 27 of them had 


enrolled in her shorthand class 
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ON ACTIVE ASSIGNMENT 


Two Coast Guard Specialists First Class give us an “eye- 
witness” account of the CG yeoman’s part in the First Line 


293 


' By EVERETT GARNER, Sp lc, USCGR 
and 


WM. A. HAFFERT, Sp lc (PR) 


YEOMAN, by definition, is a sea-go- t Three, manned and ready.” With 
M : ng secretary and_ stenographer, idphones strapped under his steel helmet 
. + se tools are a pen and typewriter Yeoman acknowledges, passing on the 
rather than any weapons of war. But the ssage to the gunnery officer standing at 
of Yeoman of United States Coast Guard s side 

dis = st with Between messages from other stations he 
and Yeoman’s routine tasks call for scans the skies for planes. Then another 
m izing versatility. Ea lay the “feather ssage comes tersely from a lhokout 

ne ant” (the crew dubs him that because Five planes, bearing zero, seven, zet 

f the crossed quill feathers on his rating elevation seven.” 

ag laces a nse amount of cler- [The Yeoman passes the order of the 
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work. He must write up 





IT 


gunnery < 


Fire!” And 


heavenward 


One, Commence 
One Starts to 


icer, “Gun 


Gun pump 


1 lrum-crack 


ick with « 
g reports. All the time the Yeoman is 
king at those incomir ip planes. If 
y are low enough, he will be able to see 
t bombs start dropping 
Here they come, and every man on deck 








in a . ssary \ i Man 1S enliste i Tet stiffen as e waits tor 
“2 irg insterred. In case of a m to his 1s a lucky day, for 
t st Guardsman’s dea » fills out « rt t string mbs falls far off to on 
a, ess cates al ports, and writes a . l n cheers, as Gun On 
“Ta yg t sympat! tor tl commanding cks down the Jap plane that dropped 
high § meer the ma xt : m. Sticking out his chest, he repeats 
es P anyone who will listen the oft-repeated 
ned; I BUT when a fighting ship enters a war wast of the gunnery officer: “We've got 
soe ne t Yeomar l le duty the best bunch of gunners in the whole out 
i A any snomment Ss apt to be jolted out = fit!” 
® 7 I s lacid off tine y the pr ing 

— summons, “Man Rattle Stations! THE attack is over. Back in his office 
A 1 rent b may have been the Yeoman lights up the most satisfying 
anscribing notes ( t-martial in rarette in the world and begins to pick 
ving Joe Smit s g from t eads of the day’s routine. “Where 
> ship without permission, « he may s ] he wonders. “Oh, yeah, Joe Smith 
ve been writing i g re sitior Vhy did that so and so have to overstay 
P Jim Doakes , Iping John Jones s leave And Doakes wants reimburse- 
‘i ut his sura papers. But now t seabag and gear st when his 
es t elmet and life jacket in hand, he us ship was sunk by enemy torpedoes 
— aces up steel ladders, three steps at a tim And John nes Gotta make out 
rs in his battle stat the ship's 1 family allo it for him. H ack 

, g No time \ work—this paper work! 
: sul I the many letters, reports, and 
- moranda he is required to record in 
ae ON n st ships of tl Coast Guard the rthand brings a smile of satisfaction to 
. Yeoman handles the duties of “talker” or is face. Here he is able to contribute a 
ler passer” over the battle phones. Re- ery important factor—time! Because of 
orts come in from the gun stations. “Sta- the speed with which he is able to record 
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the instructions of his officers, 
he enables them to devote more 
time to the science of war, to 
plan carefully for coming bat- 


tles and how to meet the chal- 
] 


enge of the enemy 
Shorthand contributes — yes 
shorthand helps shorten the 


war!—E,. G. 
A COAST 
MANNED 
TRANSPORT 
he Captain 
has an excellent memory, but 
no mind could have re- 
membered every detail of the 
Jap air raid over his task force 


that day at Saipan 


BOARD 
t GUARD 
ASSAULT 





a ) 


one 


“Let’s see, now. Four me 

dium bombers came _ wing 
ing in from the west at about 3000 feet 
dropped a dud about 1000 yards 
abeam us. I wonder what the rela- 
tive and true bearings were on _ those 


planes?” he mused as he prepared to write 
his personal action report for the perusal 
f the Commander-in-Chief of the United 
States Fleet. He turned to the ship’s log, 
and got his information—even down to 
such details as to how much ammunition 
his gun crews expended, and what kind of 
projectiles they used. 
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by his Chief Yeoman, 
85 Highland Avenue, McKees Rocks, 
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OPricia o 
In combat, yeomen take down a running 
description of the battle, for the ship's rec 
ord. Here they're relaying and recording « 


firecontrol officer's message which resulted ir 
perhaps, in a shot that went home (below r 
cai 


ol these tacts were jotted down 


were reported, in chronological order 
Daniel 


as 
Devens, of 
Pent 
With the first f th 
had jumped up from 
promptly forgot 
detail which is 
} 1 an 
reimet and 


sounding of th 


1e ship's office, 


administrative 


laily routine, donned 


acket enroute t his stat t 
-lhouse. 
rst, he picked up the’ inter-ship batt! 
1 checked on the various stations 
made sure all guns were properly 
manned, that the engine-room force was 
y fi emergency commands, that the 


signaimen were on 


him, 
in tl 
hous 
fice 
qual 


j 1 
br 


the flying bridge above 


that the radiomen were at their posts 
1¢ compartment just aft of the wheel- 
e. Then he reported to the executiv 
r, “All stations manned for general 
. ' 
icrs, SIlI 





NOW the radio began to hum with mes 
sages that reported the progress of the ap- 
proaching enemy force. Down the speak 
ing tubes came ranges and elevations for 
the guns. Normally, the ship’s quarte 
master—a sort of junior navigator and 
helmsman 

ports in the 

they come 

other important duties 
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@uane PHOTOS 

On the beach at Saipan, Yeoman Jonas, of 
the crew of a Coast Guard-manned assault 
transport prepares report of invasion. Belou 
right) Yeoman Hawks interviews hurri- 
cane victims of the Jackson during rescue. 


Chunky, ast-moving Danny 
Vv. S gravy throated voice has been 
Kene tha 1 bos’n’s mate’s, calmly 
eaches for notebook and pencil Che 


llr raid 1s no new experience tor him 


Coast Guard transport was bombed 


Singapore at the outset of the war; later 


' 


} + 


became a survivor in 


every message with the assurance of 
shorthand expert. There it 


and for the official log 


BACK in the combat infurmation center, 
where every report relative to the progress 

the battle is directed for intelligence 
alert yeoman is keeping 
ise check on incoming emergency radio 


purposes, another 
1 a he . ' —_ 

alls. These are always oral and must 

preserved Later, 


1 OMcial radio log. 


On a combat transport such as this one, 


inned by U. S. Coast Guardsmen 


An intelligence officer may be dictating 
bservations at the height of an engage- 
ment; the gunnery officer may be issuing 


lesires to record; 


Devens, 


the North Atlantic 
In rapid, sure strokes now, he records 


is—in black 


and white—for checking and re-checking, 


his notes become part of 


and 
ich serves as flagship for a Navy com- 
1odore and his staff, the “battle yeoman” 
ipies a relatively more important post 


has something to pre- 
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serve for future reference. The 
nimble fingers of the sea-going 
“pencil-pushin’ 
they are sometimes referred to 
by their wise-cracking ship- 
mates, record it all. It’s there 
for that ship, for all the Navy, 
to study and review—every 
vital phase of a particular en- 
gagement 

From these notes command- 
ing officers make up their ac- 
tion reports, their more lie- 
surely war diaries and com- 
mentaries. Recommendations 
for future operations are based 


on these notes and are studied 


pappies,” as 


from afar by dispassionate ex 
perts and war and staff college 
students 

Mistakes are corrected, 
strategy planned, on the basis of these rec- 
3rds—more lives are saved and more de- 
Cisive victories obtained. 


THE yeoman, so often harried in regular 
duties with an almost insurmountable 
welter of red tape in administrative details, 
truly proves his mettle under fire—just as 
surely, just as ably, just as importantly as 
the man behind the gun 

He does “yeoman” work, in the historic 


sense of the word!—H’, A. H. 
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AROUND THE WORLD WITH 
THE MMHU 


A visit to New York Coast Guard Headquarters. where they 
train the reporters for the Merchant Marine Hearing Units 


By LOUIS A. LESLIE 
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Shortcuts for Some of the Common |! 


Selected from the forms devised by Max Silberberg for the 
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n (Terms Used in Admiralty Reporting 


fen the Merchant Marine Hearing Unit Reporter's Manual 
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secondar S experienc in writing in on actual hearings for practic: ir does 


practical office work of 






heomen of the 

oast Guard, in 
he classroom at 
the Reporting 
School of the 
Verchant M a- 
rine Hearing 
Unit at New 

York City 
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give him (or her—don't forget those 
SPARS!) useful background information. 
The chance to sit in on actual hearings not 
only gives the writer good shorthand prac 
tice, but familiarizes him with the pro- 
cedure followed 

This may seem like a heavy schedule, 
but Yeoman Silberberg tells us that many 
of the pupils spend their evenings on addi- 
tional shorthand 

Our readers may remember an article in 
this magazine a few years ago describing 
Yeoman Silberberg’s own practice, which 
brought him the Gregg Diamond Medal 
for writing 200 words a minute. During 
his practice he broke a leg (not from prac- 


practice 


Most of these students of the New York Merchant Marine Hearing Unit 
Reporting School have already been graduated and assigned—the boys 
to Units overseas 
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would discwu 
Max—aie sat up 


to him 


ticing). Such a handicap 
age most pupils, but not 
in bed and had his 


until his leg was well 


dictate 


sister 


HE young men and women who are do- 
ing this always interesting and often dan- 
gerous reporting work deserve great credit 
for accomplishing a difficult job under try- 
On their 


ing circumstances. own testi 


mony, however, they enjoy the work and 
they feel grateful for this opportunity to 
obtain reporting training and experience 
that will enable many of them to hold a 
civilian court ting post after the war 
with the minimum of additional training 


repor 


=. . 


' 
me 


t 


- 





r, 1945 
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THE LEARNER 





WELCOME TO NEW STUDENTS 


Even as beginners you can put your shorthand to use in 


your note-taking whenever 


i word you can write occurs 


By JANET KINLEY GREGG 


new students are added to the shor 


hand classes and, for this reason, it is 


ne ot the two most interesting months of 
ar, the other being, of course, Sep- 

r. This magazine receives many let- 

5 writers of t system in various 

s of the world. It is not difficult to 
gine how interesting some of the letters 

ur coming as they do from men and 


women who are writing shorthand for gen- 





Ss ¢ ns< S t 
> he tac tl 
nds who us« to write regularly from 
\ 1 we no ger " friends in Singa 
e and parts of China, in the Philippines 


Perhaps we shall hear from 
them again in the future; certainly we hope 
so. But to the lists of writers in unusual 
sitions and far-off places will be added 
s month many new writers from whom 

iy hope to hear when they have fin- 


eir courses of study and are “out 
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tically no st il changes have been 
made Many shortcuts for frequent words 
ind phrases have been added, to tacilitate 


of course, the vocabulary 


fast writing, and, o 
as been kept up to date 
One more caution that an experienced 

writer might give would be not te worry 

about the rules. They are given merely 


for the purpose of enabling the student to 
inderstand the writing principles under 
which the forms for words are to be con- 
structe by way of explanation, as it were 
Intelligent students always want to know 
‘the reason for the things they have to « 
Once they understand the natural and 

‘al reasons for the rules governing the con 
‘tion of words, they go forward with 


+ 


greater interest and enthusiasm. 


CERTAINLY in writing from dictation 
here is no time to recall a rule or two be- 


+} 


fore writing a word. For example, the 
Manual points out that circles are written 
inside curves and outside angles and a mere 
glance at the illustrations given makes it 
perfectly clear that this is the natural and 
logical way of joining circles. When you 
have written the illustrations a few times, 
the application of the principle or rule be- 
comes automatic; that 1s, it does not re- 
quire any conscious direction from the 
brain, any more than does dancing, walk 
ing, skating, or anything else that requires 
skill. It is for this reason that it is neces 
sary for the student to practice the exam- 
| 


ples given of the application of any rule 


practice them with attention—in order 


“<i to respond 





in the execu- 
ion of any of the joinings involved in 
writing a word, 

Practice not only the forms in your 
textbook, but make up your own drills of 
vords that occur to you as coming under 


principal you are studying and drill 


le hel . 2 “a os. . : ' 

HE rules for the joining of the vowels 

are very few and very simple, but there is 
of them that sometimes pu 


vers who have had little practice in writing 


rzles begin 


the simple alphabetic forms, This is the 
ning in the words jatl or shale. These 
vords are written with the circle inside 
the curve, according to the rule. Now and 
then a student will write them with the 
ircle outside the curve—under the im- 
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pression that jy and / join with an angle 


Actually, there is no angle in this joining ¢ ——o\ ™ . ; 
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> Little Things Count < 


Even in Wartime! 


From a pamphlet of pertinent pointers on Good Grooming published under the title, 
“Little Things Count,” by the Educational Department of Bristol-Myers Company, 
makers of Mum, for use in business classes 


ERHAPS you are thinking as you trom the personality. Simple styles can be 
approach _ th study of personal both smart and becoming, yet serve as 
grooming, “Oh, what difference does fitting background tor an attractive per 


it make? Now that we have such vital sonality. 
things to think about, who cares a 
1] +h 
I 


ung like good grooming \{ WOMAN considers the ensemble ef- 


sea 





Yet morale is frequently built on noth fect, both as to style and color. When buy 
ing more substantial than the set of a hat 1g a dress coat s ears in mind th 
or the confidence inspired by a good shoes, hat, bag, and gloves to be wort 


tubbing and scrubbing! with it. Unless she can have a great many 


thes she sticks t asic colo ol 
ONE ft ti first and most noticeable et- ablv black, | ‘ VV 
tects upon the average man wh is gol Also, she t ines types of clothes suit 
into military sery s Ss newly ac ibly wearing its wilt tailored 
quired spruce and well-groomed look. Th suits and fussy hats with fluffer clothes 
trimness of his uniform has caused him 4 MAN s ts thes on the same 
to be more conscious of the impression he principle of nservatisn He prefers 
makes well-cut suits in the standard colors 


We all thrive on the approval of others gray, navy blue, brow r oxtord—wit 
and when we know we can create esteem thought to becomingness and carefully 


we are at our best. Instead of a vicious combined accessories He avoids wearing 











circle it is a pleasant on tor our friends sport shoes with a business especially 
take rea ide 1 ir a i and w \ iressing . ss 
in tu feel mor t because t in adding ght te permiss 
approval ‘ a mans ens st e makes 
Th ld maxim which says Y can't tain that it is g, blends well with 
lige i bo r b 1S COVE may still De Ss i 1 if itte ] rT str pe l that 
But t = tab ' ttle at . . tiy 
00k s t \ ne with t ittractive Above all, a groomed | gives 
Ket > 2 ‘ i! I ss S k ] -Spa . 
terest T q kly tha t qgau d ib S S ] ft tTat dbox 
OK Wil » personality ] some Ww Haven't 4 Iten seen pe ple n al 
you I s that t YOO! \ the at- \\ c t y and beaut 
tractive cover 1s terestirg insid ssed—iail to 1 a nice in ss 
\\ l, gr ng s mes bool ickct \ ] a t I ~ is S 
be the tamily, triends, teachers, o vy so n ( es fa . ' 
employers t s ( sest Ss ike great | 1t\ . s tha t 
| sv ve are well-groomed. S a S ) é reshness a 
the Knowiedg that one 1S W groomed ss \ i t deal to do wit 
builds self-confidence and poise, both use- attractive persona 
attract I 
ful attributes whether in military service, 


social life, scnooi, or a career! 


Removing Spots 
BUT what is gr g 


is grooming? It sounds rather THEN cleaning a garment at home 
intangible, yet we can all picture quite plump up the spot well with a pad 


clearly a man or woman who is well- of cheesecloth or 
groomed, Work with the gs] 

First of all, he or she is conservatively, pad so that the liquid will carry the stain | 
though not necessarily expensively, dressed, out, not through the material. The pad- | 





white Diotting pape 


having realized that thes which focus ding will absorb the 


6 

a 

“ 
o 


too mu attention on themselves detract spot, says Better Homes & Gardens 





ae 
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WHAT IS A “SECRETARY”? 


Explaining one businessman’s opinion of where the line 
is drawn between the work of stenographer and secretary 


By H. A. STEVENS 


In a Talk to the Civil Service Commission’s Training Class for Classification Technicians 


S I understand the task set before me 


by your chairman, it is to define 


b 


and analyze the position of secre- 
ry. I take it that we are concerned here, 


t with the corporation secretary, com- 


mittee secretary, or social secretary, but 
with the general office secretary 

Webster tells us that the w 1 secretary 
yes from the medieval Latin secretarius, 
meaning, originally, a confidante, one en 
trusted with secrets, from the Latin se- 
retum, a secret. The dictionary further 
iys that a secretary is a confidential clerk, 
specially < who attends correspond- 
ence, records, etc., of a private or confi- 


lential characte The U. S. Employment 
Service Dictionary of Occupational Titles 
lefines a secretary as one who performs 
general oth work in relieving executives 


und other company officials of minor execu- 


LET'S go back to the days when there 


isines ndiy aul enterprises 
’ i, ] ; 
I 1¢ Cralit a ma i disposed I Ss 
products without any Clerical assistancs 


T} hor svar} na ] his * re 
The merchant bought and sold his wares 





without any office staff. However, as in- 
lustry and business grew in s and 
r re s had to be kept and letters 
+e 4 } - } -~ 1A } 
1 As ng as he could, the pro- 
rietor himself attended to these chores 
By and by, a SS ¢ 1 to grow 
ess y to ire a clerk to 
ve I « aetaus 
I Ss < ¢ \ fa ind the of 
hee that t I t pass and 
at the cierK Cou H \\ te tetters 
C papers al 1 re > N b MAS, Cit 
rrs is, a ma mseil g¢ ally St 
1. One day dou entry bookkeeping 
s t i a tra b kkeeper 
s ( ¢ I the typewrit entered 


the picture. Shorthand was already in use, 
i the stenographer came into the office 
write letters. Remember, please, that 


the bookkeeper and the stenographer were 


clerks—clerks with specialties, it 1s true 
but they were nevertheless clerks doing 
clerical work 

As business grew. office staffs grew ac 
cordingly. We can imagine that one day 
when the head of an ofhce employing 
several stenographers called for one, they 
were all busy taking dictation and he had 
to wait. Now you know what happened 
The boss asserted his authority and pr: 
claimed to the rest of his staff, “I want 
a stenographer when I want her. My 
work is important and won't wait. I want 
Helen reserved for my personal service, 
to be ready to do my work wh I am 
ready. That means, gentlemen, that the 


rest of you must use someone else and 





leave Helen to me.” 
the staff observed his proclamation, the 
boss probably gave Helen, the secretary, 
a desk in his private office. That’s how the 
private secretary came about. And did you 


notice that I said private secretary? Al- 


though it has been dropped, probably as 
art of present-day streamlining, the ad- 
ctv was torn lv a part of! the title 


ner ¢ 1es ew » ose W look first at 
what they probably were as a stenographer 
Ordinarily we think of the stenographer 
is one W takes a transcribes dicta 
tion. But as offices are operated today 


letter writing may be a secondary or even 


a minor duty. I have already suggested 
that the stenographer is an all-round 
tse a f nfirmation. | 

clerk, and, by way of confirmation, re- 


fer to a comprehensive survey of stenog- 
raphers made under the direction of B. 
Frank Kyker, now Chief of the Business 
Education Service of the U. S. Office of 
Education, and reported in a pamphlet 
entitled The Commercial Curriculum. This 
survey reveals that, in addition to taking 
and transcribing dictation, the stenographer 


loes = mut mis laneous typing oO! ali 
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310 ART AND CREDENTIALS 


GET INTO YOUR STRIDE TOO! 


You can’t let the boys in the fox-holes on our fighting 
fronts put more zest than you into practicing shorthand 





Says FLORENCE ELAINE ULRICH 


ROTE a lad from the Philippines: tests—also the Theory and Shorthand 
“This is 1T—what we have been Speed Tests—and have received the love 
sweating out for three years. All ly certificates to mount in your Achiev 

I can say is that we are getting into our ment Record Album, you will experience a 


stride now, and from here on we'll do our thrill of satisfacti 

stuff—and good!” Practice the Competent Typist Test as 
That practical statement typified, to my much as you have time for in ord 

mind, the attitude of the youth of Ameri- to develop your best possible speed on 

ca. Give them a job to do and they will Center the O. A. T. Tests attractively on 





do it—and good! the sheet. If time permits, type an at 
tractive border around the copy is 
I EXPECT to receive some beautiful good practice and develops the 
specimens of shorthand in the O. G. A. eye! Of course, the typewrite: n 
Contest this year, written by boys in those should be in good condition, the typé 
far-away fox-holes \s you, in your snug thoroughly brushed and clean, and your 
little room, or in the bright. cheerful class- stroking even and rhythm 
room, practice the O. G. A. copy, won't 
you put more vigor and zest into the work Ir your class has the Gregg Wri 
in honor of those boys? You see, the im- Honor Rolls for Shorthand and Ty; 
portance of doing one thing well is that it ing, be sure to give your transcribing t 
sets a habit. And the values of a good when applying for the Shorthand Speed 
shorthand style must not be underestimated Certificates. The Gri WRITER provides 
by the embryo stenographer! for use on the Honor Roll, and wit t 
So concentrate on the job at hand, and charge, Honor Seals showing the 
get it done well, won't you: scription speed in words per minut 
—_ tained on each Shorthand Speed Test 
ruRN, now, to the O. G. A. Contest To determine your speed in words 
Copy, repeated this month, and make a minute, divide the number of words tr 
rough draft of it. Use your notebook for scribed by the time that it took you t 
practice. Use pen, if possibl Pen notes transcribe them This timing must be 
have the advantage of being more easily done on the first transcription of the test 
read. After you have made a copy of the nly, not on a rewrite 
test, compare your notes with the published If you are a stenographer-typist, these 
plate and encircle those outlines that do tests are equally important to ¥y 


not measure up to standard. Devote ten You may be working in an office that 
or fifteen minutes each day to establishing using the 





tests Many 
a good shorthand writing style. Put in- firms are. e tests offered 
terest and speed into it. When you have by this dep it they give you 
leveloped a fluent, correct style, make the in incentive, by means of the awards, fo 
final copy for your teacher to submit in the systematic study and practice. The meas 
school club; or, if you are entering alone, ire of competence that you get out oi 
mail it to this department on or before the practice is determined by t effor 
March 15. More than 1,000 beautiful vou put into it! And now 
prizes are offered in this greatest of all 


shorthand events yp EMEMBER—1 O. G. A. Contest 
closes mid arch 
DON’T forget to practice the Competent and mail your Contest Copy early. so that 


Typist Test diligently for speed 
also. The O. A. T. Tests should be studied Write to win—as ir bovs are fighting 
too, and a correct copy made to submit for to win—with all the interest and vigor at 


the award. When you have passed these your command. Hail to the winner! 


' 
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Pages from MMHU Reporter's Manual show artistic 
placement in everyday practice 
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February Test Material 


f papers houid be act 
MECRING Gnd insure curacy tn making ut 


ship tests jor O. A. T., ¢ 7 


O.G.A. Instructions 


The O.G.A. Contest Copy appearing on page 
316 is to be used for February Membership tests 
as we as for the Contest. Practice this copy as 
much as time permits, to secure a specimen in 
‘ best style, but send only one paper to us 


r examination All tests written from this copy 


will be considered in the Contest, and no fee is 
required for entry If your paper is being sub- 
mitted tor Membership also, send it, with fee, to 

Examiner if for the Contest 


the Membership 
niy, mark it Contest Committee In either 
case t is to be mailed to THE GREGG WRITER 
Avenue, New York 16, N. ¥ 


Madison 


Senior O. A. T. Test 

INSTRUCTIONS: Type each item on a separate 
ecard. Arrange cards in alphabetic order. Type the 
list alphabetically on one or two sheets (either 
single or double space according to your idea of 
neatness and artistic arrangement), under the gen- 
eral heading, ANALYSIS OF TYPING DUTIES: 
subhead The 871 Duties of Secretaries. Head 
columns Frequency Ranking of Duty and Descrip- 
t i Duty, respectively 

Minimum office standard: satisfactory work on 
first writing in 40 minutes 


1 Typewriting letters; 3 Transcribing 
letters; 6 Addressing envelopes, pack- 
ages, etc.; 11 Writing letters not dic- 
tated (composing letters); 15 Cleaning 
and oiling typewriter: 22 Typing tele- 
grams; 24 Transcribing telegrams; 29 
Making folders and folder titles for files 
(labels); 46 Typing reports; 54 Type- 
writing memoranda; 57 Typewriting 
lists of various kinds; 64 Transcribing 
memoranda; 68 Typing notices; 70 
Transcribing reports; 80 Typing cards 
used in filing; 83 Typewriting articles; 
93 Typewriting recommendations; 96 
Transcribing notices; 99 Transcribing 
recommendations; 101 Transcribing ar- 
ticles; 104 Typing minutes; 121 Tran- 
scribing minutes; 127 Typing orders; 128 
Transcribing lists of various kinds; 132 
Typing copy for newspaper; 134 Typ- 
ing bills; 139 Typing advertisements; 
142 Acknowledging invitations; 157 
Transcribing copy for newspapers; 158 
Typing contracts; 161 Typing expense 
accounts; 163 Typing checks; 164 Typ- 
ing speeches; 175 Transcribing adver- 
tisements; 177 Typing receipts; 183 
Transcribing contracts; 188 Making out 
office checks; 191 Typing outlines; 201 
Transcribing speeches: 210 Typing re- 


ompanied by a typewritten list of mames to expedite 
certificates. February copy is good as member- 
and O. G. A. 


until March 15, 1945) 

quisitions; 214 Cutting stencils; 224 
Typing circulars; 228 Transcribing or: 
ders; 235 Typing tax returns; 239 Typ- 
ing estimates; 240 Typing articles of 
agreement; 242 Transcribing outlines; 
244 Typing specifications; 253 Typing 
cables; 258 Transcribing cables. 


Junior O. A. T. Test 


INSTRUCTIONS: Type the following paragraphs 
im praise of the court reporter, including the foot- 
note giving its Underscore to represent 


talics in footnote 


source 


TO THE COURT REPORTER* 
The court reporter plays as important a 
part in the administration of justice as 
does the jury in the box. He is just as 
essential as is the judge on the bench. 
The lawyer asks questions, the witness 
answers; the jury listens, the judge 
rules. The reporter hears all, sees all, 
and records all. Upon the reporter alone, 
all the other actors in the proceeding 
must rely. Five minutes after a given 
time in a trial, no two persons in the 
court room would agree upon the ques- 
tions and the answers. All turn to the 
reporter for accuracy and his record is 
accepted without a question. 


Human rights to property and to lib- 
erty may hang in the balance, depending 
upon the keen ear and the faithful re- 
cording of the spoken word. The lawyer 
may garble his words and the witness 
may whisper his answers, but the re- 
porter must record them all as if they 
were spoken as clearly and distinctly as 
the sound of the morning bugle call. 


He enters and takes his station with- 
out acclaim, performs his duty, and 
passes out as quietly as he came in; 
asking no questions and giving no or- 
ders—yet having made the sole record 
upon which justice must depend. 

May we ever give due credit to this 
faithful servant to the administration of 
justice. 


From Observations of a Judge, pub- 
lished by the Wisconsin Shorthand Re- 
porters’ Association. 
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Competent Typist Test 
Use double spacing in ie this test 


lo find the gross number of words you write, divide gross mumber of strokes by 5; then deduct ten 

words for each error to get met words written. Divide this by 10 to determine the net words per minute 

The number of strokes is indicated at the end of each line in order to facilitate counting the gross 
number of strokes written 


Strokes 

Ever since the war began we have been hearing a 48 
lot about the importance of morale. We all enthusi- 99 
astically agree that the speed and completeness with 
which we can finish off the war depends on the state 
of our morale. 

Just what is morale? If asked to define what we 270 
mean by the term, how many of us could come right 320 
back with a definition that really defines? Could you? ; 
I could not, and so I went to good old, unabridged 428 
Webster for help. This is what I found: “Morale. 480 
Condition as affected by, or dependent upon, such 
moral or mental factors as zeal, spirit, hope, confidence, 589 
etc., mental state, as of an army.” 626 

That did not help me much, so I sat down and did a 
bit of thinking. After all, if morale is important enough 736 
to be classed as a necessary factor in the winning of 700 


the war, it is up to us to know what it is. Morals, we 846 
are told, are a matter of geography. Could morale 897 
perhaps be a matter of social and political outlook? 951 
Certainly the ideas that we of the free peoples hold 1004 


(however vaguely) in regard to morale differ radically 1059 
from the ideas of the people of the totalitarian states. 1117 


Do we not believe that we reveal a high state of morale 1173 
when we are doing whatever we are doing of our own 1224 
free will in accordance with our own convictions of 1276 
what is right and desirable? This certainly is a long, 1332 
long way from the totalitarian doctrine that morale is 1387 
evidenced by a blind, unquestioning obedience to a 1438 
leader. So far, so good. But this only tells us how 1492 


morale works. It still does not tell us what morale is. 1550 
It occurred to me that the answer might be found 159 
in the things the various agencies that have been work- 
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Strokes 

ing to build up a strong home front want us to do in 1706 

order to develop a high morale. Even before we got 1758 

, into the war, while we were still in the defense phase 1813 
of our war program, these agencies were telling us 1864 


that, if we were to have a high morale, we must first 1918 
of all be healthy. That is the reason for the nationwide 1976 
nutrition program which the Government launched and _— 2028 
financed throughout the country. That is the reason 208! 
for the campaigns to make us vitamin-conscious. That 2135 
is the reason for the posters and booklets, circulated 21% 


free of charge, featuring the vital importance to our 2244 
lives of the seven basic foods. That is the reason for 230 
the nutrition classes for the wives of men working in = 2354 
war-production plants, the institution of plant cafe- 2406 
terias and lunchrooms serving menus planned by ex- = 2455 
pert dietitians. That is the reason for the recreational 2513 
programs and the facilities for games and sports which 2568 
the big business and industrial organizations have set 2623 
up for their employees. That is the reason for the 2675 
scientifically regulated working hours and spaced rest 27: 
periods that have been instituted by business and in- 2782 
dustry. 2791 

The morale builders tell us that to be mentally and 3843 
emotionally healthy we must have satisfying outlets 289 
for our energies and interests. They warmly approve 248 


of all pursuits that provide us with such outlets. Notice 3007 
their insistence on the value of hobbies. If you must 3061 
spend your days in toiling at what seems to youa dull 316 
job, they say you will find mental and emotional satis- 3170 


faction in spending your evenings in some creative pur- 3224 
suit of your own choosing: painting a picture, chiseling 3282 
out a bit of sculpture, working on a stamp collection, 3337 
or even making yourself a new dress. They also encour- 3391 
age you to follow the impulse that causes you to seek 3445 
relaxation in books, music, art, the beauties of nature. 3501 


. From “What Ils This Thing Called Morale?” by Genevia I. 
Cole, in the October, 1944, “Independent W oman.” 


[Repeat from the beginning until end of the ten-minute test period.) 
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O. G. A. Contest Copy 


Use this py also for February 
Vembership tests 


Service Leads to Success 


Sis Writes 


Junior O. G. A. Test 
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hat I now want to place my order for the 13. pePSi 8 PSwch 
Steno I class Catherine Karp, Wykoff i4. collaPs 29. caPSiz 
High School, Wykoff, Minnesota. 15. cycloPS trooPS 
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The GREGG WRITER ROLL of 


HONORABLE MENTION WINNERS 


In addition to receiving the award, Honorable Mention is given in 

these columns to the students submitting the best tests in each 

group during the previous month. This is a noteworthy honor for 
which every student should strive. 
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Brewer, Mar Da lissouri t words 
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TO BE OR NOT TO BE 


A discussion written for the “National Shorthand Reporter” 
that they are permitting us to carry currently as well 


By CHARLES LEE SWEM 


Official Shorthand Reporter, 


“MOOD grammar and good syntax are 
y matters essentially of good taste. 
rhere is no law or court that exacts 

a penalty for a split infinitive—an it ts me 
or an | would prefer. li there were, we 
would all of us be hardened criminals and 
probably in jail, some of us for the rest 
xf our natural lives. Some of our greatest 
writers have blithely flouted what others 
f different literary taste have regarded as 
They have 
‘ommonly accepted 


fundamental rules of English 
deviated from what is 
as good usage, sometimes through careless 
ness, often through whim, and frequently 
as an egotistic expression of literary inde- 
pendence. But the mere fact that one great 
English stylist, exercising his literary taste, 
makes his own rules when he writes | 
never been the basis upon which correct 
English has been built. And that others 
of lesser talent have slavishly imitated him 


as 


in his heresies has never mattered great], 


“ithe 
eitner. 


IF he be a true innovator—if his taste 
seems queer only because it is heresy, but 


if, like many heresies it subsequently b: 


omes orthodox because of its accepta 

by a sufficiently large body of others of 
equal learning and of varying tastes—then 
grammars, dictionaries, and books on good 
sage are revised, and we all follow a g 
lf, however, f generations and for cen- 
turies his literary peers persistently shun 
his heresies, then they always remain what 


they are, literary mannerisms, rhetorica 
whims, peccadillos of taste. Anybody 
like taste may use them and find authority 


for doing so: the amateur, the demagogu 
the literary quack can always point 
justification and say, “Samuel Johnson did 


it; why shouldn't I?” Nobody is going 
quarrel with them or necessarily indict them 
for bad taste 
literary rights, but their taste does not 
represent the collective taste of good usag 
Taste in English, like taste in food, is 
acquired It is wcquire i bv w av ~ famili- 
arity, to a large extent: but it is equally 


New York Supreme Court 





the product of a pr ss of education, of 
ievelopment of the particular taste in- 
volved. One whose musical taste and ca 
pacities never go beyond the kindergarten 
stage and who by choice feeds his musical 
palate on a popular-melody tare, nev 
learns to understand or to appreciate th 
musical expression of the masters. A gout 
net is a gourmet, not alot because | 
as familiarized his palate with the tast 
yf strange dishes, but he has trained 
edu ated, ii you will—that organ to the 
point of enjoying the ra ind exotic cor 
coctions that you a [, of simpler tastes 
could not tolera So, too e who fails 
to recog e the ties it grammar and 
syntax will naturally regard tl bservance 
vt them as stilted « ffected w used 
by more meticulous speakers or writers to 
whom they are by familiarity and practice 
natural, unaffected, expressions 
Our language has a number f these 
nicetics b ith f VTA i S| aX 
They are small thing f ves 
parently mporta t S f 
guage that t vast ajority 
gnore them w ut icap to clear a 
xact expression; b so persistently ive 
they held t ! yes ag t 
+ ck } t w must to t "n <¢ > 
- th ¢ ea i: 
I Sst lite rary x t ist 
glish-speaking veV g 
Ss T vy be i iga S t m | y 
\ goes to that s, th 
, thone served todav is ey 
\ } ¢ ‘ \ ? > r V < 
t Sa DY 1 st <« s Ss 
vho kno ve t m tong 
y can x way ¢ ’ 
, < . ; h, on \ 
t report who 1 t with language 
is he is it, whatey so < r 
slikes 


Pi-pwrmape 

PERHAPS many of us have listened with 
imiration to t Ss] 1 of an educated 
‘nglishman and have wondered what there 


is about it that 


T 
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Practice notes of reporters in training at the Merchant Marine Hearing 
Unit Reporting School at New York City Coast Guard Headquarters 
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S t t t 4 i nh I n l \ i KNOW that 
t is not s broad as Ss variations te a 
; : \ 1 ‘ nu iati ‘ s tv it it < ¢ ¢ vit . and 
| t 7. t ' ; + 
cally Eng ti | se would o I Inity, and ins ta little 
. j ‘ ¢ ac . ise 
ainarily t mselves calculated to ! £ 1 li 
+t : . ; ’ ‘ 
grat ] ears is igh a i Uun- Cus5 | ’ A i = i I t 
} ] , vnta, ] . tow + ‘nn - 
im if i ive corm t conciusion Or SVAN i K i ) 
j ‘ 
} ? 5 > i <i iT . Te ?? + 
that I ft I S Or thing tha can be SC caucatl ia \ t trie \ 
‘ . . ¢ not } fale 
cted Irom t genera! correctness OI suc ( i i t la 
s that ikes it sound cultured to my tness 1 mn 
‘ s it 18 the . te ick ot contusion rt i ODS \ 2 it t S olte 
that XIsts 1 t 1 l I e educate is they s \ s als 
, , , ¢ £ the r} m\ servat ' f 3 ccab 
rmngis a t $ oO the verods il 
} 1 £ ¢} tact =e 
Sid al i s nakers of the las ind i I 



































a iz. f 
t iv re An speaker eit ig ‘ ated a! tK ry tas 
nores t ira entities ofr luggies Ss express S qn under 
! t ~ s i \ yiit sta I und 4 Siac? alt the 
‘ T yt ‘ ‘ 4 5 : 
‘ ‘ I ' 
\ tus ru t tu s, not many cs ] . i Riis SpCdak 
pe y | t Set and th ing race o1 ant 
| t é 
nere e 4 y masaue . for another been moditv t t 2 
‘ Pe ] 2 afl } , the terit na } this tu XDEr t 
but chiefly, I think, because the preterit and by tl 
. , +e , ‘ 
+; mnt . j » 2 norm nroces ‘ 
¢ iid ; 1d ma iliV € pioyea 1or ougnt I mal p! it 
| ; > " hha + + ’ _o ‘ 1 ? ? le ny! ’ } 
in ird t Sta t it i every time that th Ss 
\ 
iverag c a \ ais- a : , *& . 
7 1 barry + Ts + 
tinguishes thet I tly. a score of others ie t ality 
t gic f QI t dG ction co pu uns s Ss 
Dotto ‘ J _ J of a anil eceti!! recict | + ‘ te ‘ hg ‘ 
pie iV h 'a {ia prejer, a My : . 
} - ' . tor + ‘ ‘ “ 
I J did tf i re ' {a IT such Commo! Vals . 
= . walt aa ¢ ed . , . 
occurrent s and print tha cate . 
ery ; S < ' : eff tion ky ‘ ry } t oO t t 
, ‘ . ‘ n vv 
Clic! ( S ( ) ‘id il 1Ok ‘ y \ 
+ + ose * “ ? | “i | ~ ? ~ ? cy 
Is d p? , i i were you ya x 
ceeme ¢ ctils ' ; tiv I , 
‘ nitive ’ . ‘ 
\ ‘ 
XN < t ( t ast f t < t sagt ,a na Si ? , ss 
. ‘ rs 7 ver sit ' ‘ 
‘ \ } 7 ¢ is al é seven au S - 
; ‘ ’ ' ‘ ‘ ‘ esents 1 ¢ > sp i ‘ . ‘. ' 
problem at a for it 1s su t to o1 A cas ! 
; ’ | \" y ; ‘ ot . 4 
ten enait coals wnberste: sel Bae 21.W.! sq 
' T f 4 . 4 
< - mar refer ¢ ‘ ‘ 1 eo 4 
g i i 
savs that the ver , ‘ s the san ill Eng 
, . ¢ 
‘ + + , ; re + r ; ] ry T 
case a s b é | I é 
¢ simy acon that w , ¢ ~— ces up SIx ¢ : 
- rvdar -_ to most cussing t sp , 
aon eV la spt i ts t lost OF ~ 
] as a i attectation about if, and i> ) Ss 2 \ 
| ] - = ‘ 111 rr : ’ ° - no ¢ : n . ‘ 
I believ ir gra irians eV ng t \ 
succeed 1 anging Englis sage, whic calling s treatis t s t “th 
A wld ap t tine miect t some I incor SIN 11S s V 
r | { ‘ ee ee ee Laut @ | : 
t n It § be the irs expression Ing i ] i vic 
1 T ' nod ¢ ‘ ‘ 
to be hau t In a recent issue of the , t est, a \ ‘ of 
Saturda [ cr I sf 2 1 lt 1s scriminating st ‘ 
YT its va t s by tw aifferent “ gs never § ! t it vy t 
auth rs it Sé I< lit r ; mm) 11 < t in wu nitiv ' ‘ + ex ‘ t he 
} j - 17 Jelly ne1a1 f : y 
quoted al! uns \ st d ( nua ) i re 
[The one nicety f English expressi | re is certainly something mo aes 
that there 1s little excuse tor violating 1 rtia or traditio the tenacity wit! 
' tradit ) 1S¢ } mire ST 4 the infinitiv « + hiv } na 
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ed tS virgin torm be secured in certain ex $s is. Ucca- 
g tha ‘ s the greater part . ally no doubt. in va aseology 
th riginal syntax tf our ianguage vhere lawyers strive for and, as every 
S £ ( s torm 
st explanation 
l S iL1y \ t answe c 
ent g i 1 infinitive proj 
t that expressions suc 
iS , ? erstand a carefu 
f 4 i\ i a i £ ty 
f ¢ c » ft + t S t ss to de 
ect t f ’ i hl, 
inde? i , Br + 
vhate the S \ yb 
y ive S ~ t t i 
serious-t S t hen split wont phrase in 
t > Crammal ins ft TriS¢ lv Om lo av 1 
lit infinitive as they would Transcript of MMHU 
+ ‘ ‘* . ’ ¥ 4 s ‘ << aa 
; a? : ranscript of M\ 
rut And I d e therefrom—si1 > ‘ 
s so much protesting that no stigma Practice Notes 
t S that they Shorthand on page 319 
. . he i leave r whee 
\ x‘ 
\ . rid mu call the ma 
Sr © 1 N 
- 2 x I wa very s r 
1 ol ¢ t t taste \ H ‘as on the main Z r sas ght 
cas a I > t ra s . as ar 
n gr S e simp r rt. I : P 
LJ Q ta re ‘as 
l sa Vor 4 N 
¢ ‘ . Q. You i rip i 
= A " sir 
g. to | } Q Were 2 8 «a tness at the hea g at 
5 
i re Ss S $ 1s | 4 No r rhis [ a givivg 8 
4 P i t te the Freema 
1 c \ $ $ Q Yes, I know t know anything 4 
f pers ~ S r . 3 on April 1 rit 
i k I i iV " \ niv by hearsa 
. sag woe You said that ‘ ud 
’ 2 t, et AT] A. Only what I ha rd - 
. ) Did , ver uke th el watch? 
x ’ 5S exce ° 4 4 ; e: ¥ tr 
\ ‘ e ain « € idg : ? 
- o s no contr ti r Hy, on aptain ° 
at ft authorities will co mich 1s cor Q He was always on the ») wast 
Ne A I ve that 
sider aut S ] ses { cours Q 's this your first and enly tri ? 
— 1 atel ’ A. No, sir 
ed immediateiv the need tor suci Q Did you see the g < Kk at al 
¢ na ¢ + ‘ ; A No, sir 
a , a1 ft y ipuy SU} p i Q You never saw 
s th ] . sunniy lsmars 5 mood \ No, sir 
a ney aiways ippiy a iinguist l, Q You wouldn't know if this was ¢ « f 
no matter what t authorities d roe f 
. | , 1 centur $+} : - & 
i ¥ Said Centuries ago, and they say today, 
Certainly, mechanically it is just kr ili 
OS gene eregeonage Mtg Mo pyut utility 
48 Valid a contract as either shant or 
von't, and on the «x md of euphony | TODAY I donned my bleuse of white 
ynnot see much choice among the thre And fixed my hair and beads, just right. 
of shem ; nvthing to brag about I wore a skirt of fragile hue 
I 1 ls iny { LO rag abou 


that score. Yet it just won't do And did my finger-nails up, too. 


o1 a a F yi ¢ es ea aiiniais "Tho I should ery. | have to laugh . . 
Se ee 1 eos commonest My turn to run the MIM-E-O-GRAPH! 





lliterate, it is not recognized in anv gran I get a smudge upon my face, 
A glob of soot that won't erase. 
Altho’ I try to heed a warning 
My nails are faintly tinged with MOURN. 
Che chief argument n ide by those wh ING! . . : 
ees ie ee ee ee I am not “heppy I don’t think 
oncone the spitting of the infinitive is Gosh! how I hate to work IN INK. 
that only thereby can exactness of meaning —E. H. 


lictionary, and when used in print 
} always exorcised by quotation marks. 
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WHO’s WHO IN SHORTHAND SPEED 
Diamond Winner from West Coast 


Introduced by EXAMINER A. A. BOWLE 





Patty Jean Stewart 


l article, 
fir red her Gregg at the Col 
ton (Washington) High School. Late 
she attended the 
Seattle. Her teachers at this time, she re- 

rds, were Miss Frances Bursell 
Miss Hazel Vollmer, to whom sh 


msiderable credit for starting her on the 


+ ; ] ") 
Si ieca!r 


Lincol: 


. < n mM 


g track Then came ¢ liege, 


I ENTERED the State Colleg 


ngton att graduation from high school, 
she writes, “and attended it for two years, 


majoring secretarial training, which is a 
vel vuunded course.” But here is the most 
teresting iten 1 her report to us-—she 
ked f the Gregg Expert awards—on 
rira-curricular basis w carrying on 
a full llege course. What workers these 
Diam Me lalists a ! 
a ' 


; ' 
Ln nce again, iike SO many 


0-word-a-minute writers, Miss 


Stewart pays special tribute to Miss Lilliar 
Burns structor of shorthand at the col- 


ege, “who generously gave up so much of 


her own time to work with me and hel 


while | 


was training for the test.” 


rthand with Miss 
ywever; she finds time for het 
iding, and for the several sports that are 


favorites, to her wav otf thinking—badmn 


mtent with her 
literary matter at 


that 


ability to wri 


she is on her 


way to building up a law vocabulary an 
that she will mak irt reporting her \v 
at 


riginai size \ agree that s 

hasn't negle vriting despite a ‘ 
rt activities ut tots ( Looks 
ke a ni e typescript” she’s t 

ng out 


many other post ofhices in the near future 
These notes will be found to be mor 


nvenient in the transmission of sums 
aa - : : 
$10 or less than money orders for the same 
amounts, but they are not to be issued 
amounts OV $1] l re is no limit 
laced on the t posta tes y 

iy purchase a ne time 

| sce i t wi be 5 ce 
regardless ef an it The notes w 
be issues lenomin it s of $0, $1, $2, $3 


note stamps w attached by the post 
mast to mak y odd mber ot! 
cents 


IN addition to t ,dvantage, these 


al notes are paya 


post 
any post office and 
e note endorses it 
he wants it paid. The 
use of such notes 1 t fit in very well in 
payment for 


au to magazin 
the NATIONAL P 


TBLISHERS ASSO 
CIATION suggest n their recent 


“ tions 


Same Everywhere! 
> FILLING Ol ONE of those inn 


gov s n ires i etailt 
vas asked t astest-movi iten 
Without rte Personnel 


ry, 1% 


J 


- tf 
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“They Have to Go Out... But 
They Don’t Have to Come Back” 


The Story of the United States Coast Guard 
With official Coast Geerd Photes 
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To be continued next month 
Tomorrow 
By ANGELO PATRI 
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Ae I Business Lette 
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Actual Business Letters 
From a Service Manager's and a Woman‘s-Page Editor's Mailbag 
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By Wits and Wags 
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